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Chisf, Ceneral Services JUL 14 1953

COMIIRENTIAL

Chief of Logisitics

Ttiliga-ion of Public Puildings Service Laborers

1., It is reguested that the followlng procedures be inatituted for the
utilization of Public Tulldings Service employees in the conduct of minor and
major moves in and between Agency btulldings, in the delivery of heavy equlp-

25X1A ment | | to offices of the Agency snd raturn of heavy
eguipment 1o depot stock,

2. Major moves:
g, General Tevvices initiete move,

b, Genaral Services contact Public Duildings Service %o secure
laborers and transportation,

¢. Public Buildings Service labor will report direct to site of the
I[OYE .

d, The Building Supply Officer involwed will trunsfer responslibility
for non-expendstle items from one bullding group to another bullding group
when spplicable,

3, Minor movog}

a, Ocoupants of office invelved will request Building Supply Officer
to effect move.

b, The Building Supply Officer will schedule the move on & weekly
basis,

¢. The Building Supgply Officer will advise General Serwvices of the
schedule for the followlng wesk,

4, General Services will contaet the Public Bulldings Service to
pscure laborers and transportation.

¢. The Bullding Supply Officer will supervise the minor move.
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L. Delivery of beavy equipment (safes and map files):

25X1A &, The Chief,| ] will achedule deliveries to loesl
Agency locations and advise General Services of the mmber of pleces.

b, General Services will secure the laborers, transportation and
rigging from the Public Bulldings Servioce,

8, Public Buildings Service laborers and emipment will report W
25X1A L ] where the material will be loaded on the Publie
Bulldings Service wuock.

d, The Building Supply Officer is responsible for maintenance of
records of the equipment and will supervise delivery after receipt at
dmt&oﬂq
5, Turn in of heavy sjulpment:

B t of office having excess heavy equipment will notify
the Building Supply Officer.

b, The Bullding Supply Officer will motify the Chief, ]

25X1A [_Jof the availebility of iten to Do returned to stock and prepare
nacessary turn in documents.
25X1A ¢, The Chief, | |will schedule pickup and advise

eneoral Sarvices,

4, Oeneral Services will secure the laborers, transportation
and rigging from the Public Bulldings Service, -

s, The Public Buildings Service employees will report direct te
site of the excess hoavy ejulpment.

£, The Buillding Supply Officer involved will supervise the
removal of excoss heavy equipment,

JAMES A, GARRISON

10/5D/FSsC5S1ern (8 July 1953)
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